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16 Jemmary 1962

25X1

25X1 | |asked that I contsct you sbout the possivility
: of & Bhelf-Flling System for your Offies. I unferstand that you
have a Tiling space problenm.

| I 25X1
25X1 | | 48 you know the wain sdventage of
' Shalf-Filing is the use of spece above the aversge Tiling cabinet
that is normelly wested, Our experience with the five field In-
stallations hag shown 2 50% floor space savings for equipment while
incrsasing Tiling cepeacity sbout 20%.

To ensble us to do some advance planning will you send me
the following information et your earliest convenience.

1. Volume of records on hand by type, 1.e. Adnintstrativwe

25X1

e YO ses 1R =¥l T
safe equals 8 linear foet.)

2. BSlws of file Tolders - letter or lagsl.
3. Number of plecee of filing equipwent by type.

L. A floor plen of your vault space, to scale, showing pro- -
Jections, doorways, electiricsl outlets, heat vents, loea-
tion of overhesd lighting, and ceiling height.

Upon receipt of this informmtion I will review and advise you
aof sy proposals wvhich will inelufe s 1list of meterial needed. After
your approvel we will have the nscessary equipment ordered by
Headguarters and new file foldsrs prepesred. We will also assist
with the instellation snd conversicn to the new gystes when the
equipoent arrives.

___ Sinrpepls

25X1

Records Administration Officer
Approved For Release 2005/08/03;::;QIAZRDJSLZQQQ§1 1R000800170001-3



STAT Approved For Release 2005/08/03 : CIA-RDP70-00211R000800170001-3

Next 1 Page(s) In Document Exempt

Approved For Release 2005/08/03 : CIA-RDP70-00211R000800170001-3



ApproveMr}SSeLN@3BAl@7E(;2l11R000800170001-3

ORIGINAL DOCUMENT MISSING PAGE(S):

ﬁ 772(//4/)2& w7

Approved For Release 2005/08/03 : CIA-RDP70-00211R000800170001-3



